
~. 

Application Date: July 30, 1980 

Record SeriesTitle: 76-143 CETf Trainee Payment Files Person to Contact: 

Item number to be amended: Item 16 on old form Telephone No. 656-3040 
Item 10b on new form (3/80) 

Reads as ~OIIOWS: on confidentiality of records 

FOR STATE RECORDS MAtJAGEMENT DIVISION USE 
Date Received Application No. Date Completed 

SEP I 8 1980 76-lq3-e 1.7 1980 

Amended to read: "yes" on confidentiality of records 

. 
, 

D a t e - V L - ~ ~ .  2 @  _ ~ _  

-- 

. therefore 
AUTHORITY: ' Fede 70.203b-3b1,2. 

. I  

t:-Division DircctorIDcsiynce: 
' 8  L 

Records Manayemeiit Officer (RM&C):- . -  date--^..- 



4l7/- // I 

- - * .. GEqRGIA DEPARTMENT OF LABOR - * 

.. .. EMPLOYMENT SECURITY AGENCY / o  
ADMINISTRATIVE SERVICES DIVISION 

RECORDS MANAGEMENT AND CONTROLS 

APPLICATION FOR 
AMENDMENT TO RECORDS RETENTION SCHEDULE 

Application NAmber i 

- 76-143 
/ - 

Application Date: FOR STATE RECORDS MANAGEMENT DIVISION USE 

I .. 

July 23, 1980 
Date Received Application No. Date Completed 

JUL 2 4 1980 X-143-A AW 
, ~ o  

l_l_ - .  
J 
! Record Series Title: Comprehensive Employment Training Person to Contact: W. F. Reynolds 

Act (CETA) T&nee Payment Files 

Item number to be amended: Telephone No. 656-3074 
24 and 25 

Reads as follows: 

Item muire files to be kept 4 years; administrative decision. 

Item 12 Gut off file at end of F.Y. hold in current file area 1 year or until 
federal or state audit is completed, whichever is later; then transfer 
to State Records Center; hold 3 years, then destroy. 

Amended to read: 

Item 11: Federal Retention Instructions, Prime Sponsor I n s t r u c t i o n  No. 80-025 

Item 12: Records Created. on o r  -E%for;e 3 Sept. 1978: Destroy 30 September 1983. 

Records Created on-or  A f t e r  1 October 1978: Cut o f f  f i les a t  end of each 
Do not destroy u n t i  I al I a u d i t  questions are resolved. 

f i s c a l  year; ho ld  i n  cu r ren t  f i  les  area I year; then t r a n s f e r  %o 
Sta te  Records Center; ho ld 4 years; then destroy upon r e s o l u t i o n  o f  
federal a u d i t  questions. 

Reason for change: 

Reference: 41 CFR 29-70.203b-1 and CETA Forms Pre aration Handbook, Chapter VI, Item 3.A 
Para 676.35 Federal Register Vol. ~ 0 ~ 3 E & U ~ T v 8 0 ~  

AUTHORITY: . 

Division DirbctorlDesign .. -. . . 

Records Management Of - - j 

ESA Dire or- -. . 

4 

~ .. . . Date 
I 
!  date-^- 8 :  

State Auditor/Desi 

tate/Designee:_ ~ 

... -- .- pate-. .______ 

I Secret 

Attorney General/Designec 

ESA-143 (3180) : 

; 
.~ __ : - 1  

j 
l,--- - .. ~~ - 
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PAtE 

1 

Sonprehensive Emplopneat Traininp Act - Trainee Payment Piles-CETA 

AFTACH SAMPLES OF THE FILF: 

L.l..r-.:.. I : L .  C,...?. AIIBAL R A t t  0 1  .CC".UL,7,rl .  

L.,.l-.I,. ?,.. :r.r... 

-q_ 



, .  .__- -. -- -PI_--- u-__ - - ~ - ' - _ - . % _ .  ~~ p- - - . 7 - - -9 - -  QUESTIONNAIRE ?lac ' .  en "2 -  i n  t h .  p,op.r C O I ~ . ~  i r  .n..,? I .  ~'IZS:''~I~.S~ * . p l . l n  - Y EsTc 
13. Is t h i s  t he  Record Copyfof t h e  series? ,i PI' , [  I 

[ I '  Dl 
[ 1 [XI 

, r 1 PI 
c ] : E l  

.-@I 1 

[ I  I71 

[ 1 .  prl 

, [ '  1 ~- PI. 

11. Is there a dupl icat ion.of  t h i s  series i n  another o f f i c e  o r  agency? . ' a  

I 

lj. Is tce;fljfoi;m:4tion r p r  contained iti t h i s  s e r i e s  ever s q a r i z e d  o r  published? 
Attach copy of summary o r  publication. 

15. b e s  the  s e r i e s  contain c l a s s i f i e d  information requiring secur i ty  handling? 
. .  

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate 'agency pol ic ies  and procedw-s? 

33. Co.dd the  

19. Is t h e  s e r i e s  

function be performed i f  t h e  f i l e s  were lost o r  destroyed? 

(o r  major portion of it) regularly microfilmed? If yes,  why? 

23. Do25 the  record' s e r i e s  *brovide data as input t o  an EDP f i l e ?  

-31. h e s  t h e  record series contain documentation produced as EDP pr intout?  

52. Ras .the Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- . [,I f ] 
'Federa l  Register -- (Vol. 40, No. 47, P a r t  111),  "Guide ;. s i t i o n  of these f i l e s ?  

to, Records Retention Requirements" (January 1, 1975) P a r t  V I I I  ' 

23.  Will. t he re  be 'a need f o r  these records 10, 15 years from 'now? If  yes,  what? [ 3 ..r] 
- > L . REOUIREMENTS. The following requires the f i les  t o  be'kept 4 years : 

. 1  

3. [ ISTA'iirZ b. [ ISTATWE OF c .  [ ]AUDIT .d. [ ]FEDERAL e .  WADMINISTRATIVE f .  [ ]HISTORICAL 
LAW : L I M I T A T I O N  P E R I O D  I N .  D E C I S I O N  ~. VALUE 

(C i t e  Law, S ~ a t u t e ,  or  other reason for  the retent ion requirement) . . .  - . . ,i z x e d  upor standards .of d i spos i t ion  f o r  other c!r?azz.txents. 
,. See i t e m  22 - . 

-__-______ __.__- -._- ________ -- -~ 
25. AGENCY RECOMMENDATIONS. ' This agency recommends t h a t  the f i l e  s e r i e s  be, cut of f  at  the end-  

of e x h  -[]CALENDAR YEAR -; X S C A L  YEAR -[]OTHER * See below ,then : 

' ' month(s)/ y e a r ( s ) :  [ 1 Iiold i n  the  current f i les  area 
[ 3 Transfer t o  [ S t a t e  Records Center [ ] Local Holding Area; hold yeads ) :  
[ ] Destroy. 
[ ] Transfer t o  S t a t e  Archives fo r  permanent re tent ion.  
[ ] Destroy immediately after cut-off. 
[X] Other: (Specify) 
f i l e s  area 1 year or  u n t i l  Federal  o r  S t a t e  Audit is completed, whichever is later, then 
t r a r s f e r e  t o  S ta t e  Records Center; hold 3 years;  then destroy. 

Cut of f  f i l e  a t  the  end of each F i s c a l  year,  hold i n  current  

( Indicate  brief ly  r a t i o n a h  for  reccmnendations above/or wr i t e  'additionat remarks) : 
,?c e l k A n z t e  necessity f o r  filing equiprncr.'; and f l o w  sFace require.? t o  hold inactit.e records 
2 7 e ~  an.! a h v e  n e w 2  f i l e s  frec;u.snt?g r e fe r r ed  to .  

are: 



Form ESA-405 
II CETA-26 
I 1  CETA-203 

II CETA-6 
II CETA-70 
I 1  CETA-6 1 
11 CETA-28 

81 CETA-1 
I 1  CETA-68 

II CETA-62 
and related correspondence 

CETA-5 .t 11 

II 

Wage Transcript Claim Record Card 
Enrol lment (A1 Iowance) 
Individual Certification For Vocational 
Tra Tning 
Client Status Change/Teraination 
Institutional Training Payment Ledger 
Weekly Request for A1 lowance 
Verification of Public Assistance 
Personal Data Change 
Participant Enrollment Form (R-10/75) 
CETA Memorandum 
Memorandum to GTES Local Office 
Notice of Determination 

. 



it - Rm 367 S t a t e  Office Rldg. C. R. Ridge 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
@ RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATEL 

c 
’8. Earliest & Latest 

09/01/74 t o  da t e  
9. Exact: Series Title 
Coc?pi%&eL;sive Er?ployiclent Traini ng Act - Trainee ?ayrlmt Files-CETA 

Dates of Series 

* h a t  is the function of the office in which this record series is 
The func t ion  of t h e  Unemployment Insurance Diviston is  t o  Fmylernent %Re 8corgia ’?rmplcyment r te ? 

Secur i ty  L a w  which r equ i r e s  t h a t  1 y a l  e n t i t i e s  empl-oyinp workers i n  ktorfia rePo& and pay taxi 
on t h e  wages of scch ery-loyees; and subseql2entl.y pay b e n e f i t s  t o  such co-rere:! workers when they 
a r e  unemployed through n3 f a u l t  of t h e i r  own and when they  compv with c o r t a i n  reqairelllents. 

Administers payments of alloxances and wages under  Manpower Program of the U.S. Dcpt. 
upon request.  

The Spec ia l  Program P a i m n t  U n i t  r ece ives  i n i t i a l  enro l lnent  f o r k  and e s t a b l i s h  
record f o r  each ind iv idua l  t ra tnee ;  rece ives  and processes weekly reques t  f o r  p a p e n t  of t r a j n i i  
allowances, Work Experience Wages, and payment of Incentive Allouance and T r a i n i  nf. Related Wpe! 
t o  p a r t i c i p a n t s  enro l led  i n  the  Work Incentive F r o p ~ n .  Es t ab l i sh  and maintairi con t rb l s  t o  
prevent dupl i  c a t e  and overpayments; periodic reiilew of records t o  ascerLtatq continugd el5 g i b i l -  
i t y ;  maintenance of payment recards  and general  tori-espondence f i l e s .  
1 - This file contains the following 

of Labo; 

a paymcrk 

- __ 
d o c a m e n t s ( i n c l u d e t i t l e s ,  if any, , 

and file arrangement ) . ’ 

Documents r e l a t i n g  t o  Administrction of Allotaance Payments t o  Traincos under t h e  
Comprehensive Employment Tralning Act of 1973. 

IncYuded are :  Attached L i s t .  

The f i l e s  a r e  arranged numerically by the Trainee’s Social Security Number 

? 

# 

AFTACH SAMPLES OF THE FILE 

/- 



1 PACE 3 .  1 ' I .  

* .  I 
L -  I __ __ 

QUESTIONNAIRE ~I.c. an -s" ~n t b .  proper  co iu .n  r r  anii-r I .  "m:' p l - m e  t . p l . l n  vES:FO 
13. Is t h i s  t h e  RecOrd Copy/of t h e  s e r i e s ?  ,iFI ' [  I . .  ... . .  

. [  1 Fti ' I  . .  
s 

1 4 .  Is the re  a dupl icat ion o f ' t h i s  s e r i e s  i n  ,another o f f i c e  o r  agency? 

15. Is the  information contained ii t h i s  s e r i e s  ever s F a r i z e d  o r  published? : ~ ..;. [ ] 

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information ' requi r ing  securi , ty . .  handling? . 

i .  
l I 

[ 1 [ X I  
Attach copy of summary o r  publ icat ion.  

. .  . .  
17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate 'agency poli&es.  ahd procedures? 

' r 1. : .PI  
18. Codd the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major por t ion  of it) regular ly  microfilmed? If yes 

20. Does the  record s e r i e s  $rovide data as input t o  an EDP f i l e ?  

21. 

22. Has , the  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- 

Does the ' record  se r i e s ' con ta in  documetltaticin,produced as EDP pr in tout?  

s i t io r i "of '  these  f i l e s ?  ' 

[ -  1 ;.FI. 

['. 3 ', B 3 

. I,] r-1 . . .  
' Federal Register' (Vol. 4 0 ,  No.: 47, P a r t  III), "Guide . . . .  

. .  . .  
1 ' toi'kecords Retention. Requirements" (January 11, 1975) P a r t  VIII 
.23. W i l l  t here  be"a need f o r  these ' records  10, 15 years  from now? If yes ,  what? ' 

' . . .  . 

_l_l ~. .. 
. .  . 

. years :  . . . ., .. . .  
24. REQUIREMENTS. The following requires  the f i l e s  to be'kept 4 

. s .  . .  * .  

a. [ ]STATE b .  [ ]STATUTE OF , c .  [ ]AUDIT .d. [ ]FEDERAL e .  PgADMINISTRATIVE f .  [ ]HISTORICk 
LAW ,LIMITATION PERIOD L A W  D E C I S I O N  VALUE 

. .  

. .  

. .  ( C i t e  Law, S t h t u t e ,  or other  reason fo r .  the r e t e n t i o n  requirement) . .  . . .  
I .  . .  . .  

. .  . See item 22. . ' ' Based upon standards .of d i spos i t ion  f o r  o ther  departments. 
. . . .  . .  . .  . .  - .  

-- ~ - . ~  

25. AGE*Y @COM)rENDATIONS. ' T.his agency recommends t h a t  the  ' f i l e  s e r i e s  be, cut  ! .  o r f - a t  the end , 
' T  of each -[]CALENDAR YEAR ' - t  ,'ISCAL YkAC -[]OTHER.* See.'below ,then : 

[~ ] Hold i n  the  current  f i l e s  a rea  
[ .] Transfer  t o  [ 
[ ] Destroy. 
[ ] Transfer  t o  State Archives f o r  permanest re ten t ion .  
[ ] Destroy immediately a f t e r  cut-off. 
[ X I  Other: (Specify) 
f i l e s  area 1 year o r  u n t i l  Federal  or Sta te  Audi.t. is"completed,  whichever, is  la ter ,  . .  then 
t r ans fe re  t o  State  Records Cenfer; 'hold 3' years;  then destroy. 

1 month( s) / 
.State  Records Center . ,  [ ] Local Holding Area; hold ye,ar(,s): 

y e a r ( s )  : 

Cut off f i l e  a t  the  end of each Fisc'a'l year ,  hold ' in  , cur ren t  

,. . . 

(Indicate b r i e f l y  r a t i o n a h  for recmnnendations above/or w r i t e   ad^ A m a l  remarks) : 
To eliminate necessity- f o r  f i l i -ng  equi-pment and f loo r  space required t o  hold inact ive records 
over and above necessary ac t ive  f i l e s  f requent ly  r e fe r r ed  t,om 
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Form ESA-405 
I I  CETA-26 
II CETA-203 

I I  CETA-6 
II CETA-70 
I I  CETA-61 
I! CETA-28 
I I  CETA-5 .t 
I I  C ETA- 1 
I I  CETA-68 

I I  CETA-62 
and related correspondence 

II 

A 

Wage Transcript Claim Record Card 
Enrollment (A1 lowance) 
lndivldual Certification For Vocational 
Tra i n i ng 
Client Status Change/Termination 
Institutional Training Payment Ledger 
Weekly Request for Allowance 
Verification of Public Assistance 
Personal Data Change 
Participant Enrollment Form (R-10/75) 
CETA Memorandum 
Memorandum to GTES Local Office 
Notice of Determination 
. , . ^ r  ~ a ,  . r- ,o--rs~.z:i: ~ -: - 


